Vendor Contract Monitoring Communication

Date: [Insert Date]

To: [Vendor Name]

Address: [Vendor Address]

Dear [Vendor Contact Name],

We hope this message finds you well. This letter serves as a monitoring communication
regarding our current contract (Contract Number: [Insert Contract Number]) for [Description of

Goods/Services].

As part of our ongoing relationship, we would like to review the following aspects of our
contract:

Performance Metrics
Delivery Schedules

Quality of Products/Services
Invoice Processing

Please provide an update on the current status by [Insert Expected Response Date]. Should you
require any assistance or clarification regarding our expectations, do not hesitate to reach out.
Thank you for your cooperation and continued partnership.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



